Adagio Ledger 93B: Import Projects: Revised March 21, 2022:
Adagio Ledger will allow you to import new projects or update existing projects.

Adagio Ledger has a simple Projects Default import template that matches the Default export template. There
are also sample import files that match this template.

In Single Currency sample data:
GLPROJIM.CSV import file with minimal fields for the template "Projects Default"
GLPROJIM.XLSX import file with minimal fields for the template "Projects Default". Set File format to Excel. Enable
Header included.

You can also create your own import file templates, provided your import file or import template contains
certain required fields. For more information on setting up your import file and template properly, please see the
Template Requirements section below. You can also review all available fields that can be included in the Table
of fields section below.

For information on specific types of data, see the Data Types section.

You may delete the default import/export templates that are not useful to you. However, if you delete all of the
import/export templates, the list of default templates will be recreated.

File Information tab
Use this tab to set the File format. Excel, ASCII CSV (Delimited), or ASCII Fixed Length are the most
commonly used File Formats.

If you choose to use ‘Auto-import on startup’ for this template, you must also ‘Delete import file on success’.

Field Selections and Field Defaults tabs
Use these tabs to select the fields for your import template.

If the available fields list is long and you are having difficulty locating the field you want to find, type a few
characters of the field name in the Field name contains field.

Selecting a particular field type in the Restrict field type field can also be used to show only fields of the type
selected (eg. Text, Amount, Date or Value) in the available fields list.

You may also choose the option to: ‘Sort alphabetically?’.

Minimum Fields Required to import a new Project

Field Name Default Type | Length | Notes
Project String 18 May be in Field Defaults

Template Requirements Notes
+« When importing new projects, ensure the ‘Add new records’ option is selected.
“ When updating existing projects, ensure the ‘Overwrite records’ option is selected. You only require the
Project code and any fields you wish to change can either be imported or defaulted.
¢+ Project code must be in uppercase characters.
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+«+ Optional fields only appear if the Project Optional Field titles in the Company Profile are non-blank.
The defined Field titles will be displayed in the Field/Default Selection lists.

+«+ Optional text fld 1 — 3 may be validated. If these fields have been set up as a ‘Combo box’ or ‘Finder
field’, import will respect the settings for ‘Add on the fly?’, ‘Allow blank?’ and ‘Verify?’.

+«+ To import the address fields, import Address 1-3 or Street 1-3. Then include either Address 4 OR City

and State/Prov.

Address line 4 is reserved for City and State/Prov for formatted addresses.

% If you choose to import in Address and the last Address line has the format of ‘City, ST, it will be
converted to the Formatted Address layout with City and State/Prov if the Company Profile option
“Format address?” is enabled.

« If the Company Profile option “Format address?” is enabled and Country is not imported, import will
update Country based on the ‘City, State/Prov’.

+« When importing from an Excel file, ensure that the column width is somewhat wider than the amount of
text within; otherwise you may find that text may be truncated.

Additional Notes

Project Tracking

« If another project name is used in place of Project, as defined in the Company Profile, this term will
display as the field title.

Table of fields

Field Name Default Type | Length | Req? | Value if not Notes

Imported
Project String 18 Y N/A
Description 1 - 2 String 40 N Blank
Optional text fld 1-3 String 30 N Blank Project Options Field Titles must
Optional date fld 1-2 Date 6-10 N Blank first be created in the Company
Optional amount fld 1-2 | Number 13 N 0.00 Profile before they are available
Optional unit fid 1-2 Number 16 N 0.0000 to be imported. See Template

Requirement Notes

Address 1 - 4 String 40 N Blank See Template Requirement Notes
Street 1 -3 String 40 N Blank Use either this block of fields for
Zip/Postal String 20 N Blank Formatted addresses or the set of
City String 30 N Blank 4 Address lines. Don’t use both in
State/Province String 20 N Blank combination.
Country String 30 N Blank
Contact String 30 N Blank
Email String 155 N Blank
Telephone String 20 N Blank
Fax String 20 N Blank
Status String 1 N Active A-Active, I-Inactive

Ledger automatically creates a default template which includes fields in Italics above.

Date fields are set to ASCII — YYYYMMDD format.
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Data Types and Additional Notes

Dates:

¢+ 4 possible formats to choose from:

% ASCIH YYYYMMDD - 2 or 4 digit year formats allowed (“030128” or “20030128”).

+« Date — The Julian date format as a number of days since Dec 31 1899. (ie 37649).

% WinFormat — The ‘short date format’ as defined in the Windows Regional Settings (ic “01/28/2003”).

+«»+ User specified — Set the desired date format exactly as it is in the import file (ie MMM dd yyyy if this
date is formatted Jan 28 2003). Do not use 'User-specified' date format with Excel. Format cells in Excel
affects the display but not the stored value for the date.

Strings:
% Setting an offset for a field, larger than zero, will skip that many characters from the beginning of the

string.
% Extra characters after the defined field length will be ignored.

Numbers:

+» Negatives use a leading *-°.
% If decimal amounts are required, they must be entered into the import file.
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